ehit - E OF THE SECRETARY OF STATE
APPLICATION FOR RECORDS RETENTION SLHEDULE |, OFFICEOF THE stcncTany of STATE

RECORDS MANAGEMENT DIVISION
INSTRUCTIONS See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Dmsnon 330 Capitol Avenue Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Md;.g‘ _ , : FOR RECORDS MANAGEMENT USE
Application Date Department of Education : | Application Number !
) Office of Vocational Education 82_ —_ 1 3 (o
Application Number - State Planning and Operations Divisi 100 [Dore Receives “ Completed
Atlanta, Georgia 30334 - MAY 2 8 1982 I uL 3 0 ’982
2. Person to Contact Working Title Teiephone Number
Judith Cochran : , Principal Secretary 656-3435

3. Action Requested
a. [B Establish Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.

¢. O Amend Application No. — Chack One: [0 Change: [0 Supercede; 0 Void

4, Dates of Series 5. Records Series Title {followed by title used in office, if different) )
Earliest Latest : . FILES

| Present STATE PLANNING AND OPERATIONS DIVISION DIRECTOR'S CORRESPONDENCE FILES

6. Division snd Office Function What is the function of the Division and the Office in which this record series is created?
* The State Planning and Operations Division is responsible for coordinating
the planning, devélopment and maintenance of a five-year plan for statewide operation
of vocational education; coordinating the development of statewide budgets for vocational
education program operation; directing and coordinating the collection and compilation
of all necessary statewide data for the preparation and submission of all reports re-
quired at the federal, state and local levels; directing and coordinating the design,
development, implementation and maintenancé of the Vocational Education Management Infor-
mation Center, including the operation and supervision of four regional data centers,
contracted through local school systems, providing various vocational data and DP reportq
used in developing a variety of vocational educational reports, goals and objectives. °

7. Record Series Description This file contains the following documents {include form numbers and tities, if any):
Aartach samples of the file.

Docurnentsrelatmg to:directing and coordinating l:he activities of the division.

Included are: correspondence and memoranda from the director to the division, office, other
divisions and offices within the department, the superintendent, other agencies, local
school systems and vocational technical schools, federal agencies, educational associa-
tions, committees, commissions, professional organizations, etc, in the performance of
official duties.

File is amanged: chronologically by fiscal year e

8. Monthly Reference Rate How often are records referred to wh;ch are: ' * i :
One to six monthsold ____ ______; Seven 10 twelve monthsold __._____; Thirteen to twenty-fpur months old ______:
" twenty-five monthsand oider _____ - ? )

9, Annual Rate of Accumulation of Records

Letter-size drawers . __; Legalsize drawers ; Shelves ;;:Other (specify)

AR-50-77; Mev.76 ae nr Tng . - {Over)
2 N




10. Questionnaire  (Place an “X" in the proper column)

YES | NO
a. ks this the official copy of the series?
X H# not, where is it?

b. Does the series contain confidential information requiring seeurity handling? f yes, cite law or regufation.
. e o

X It ves, where?

X} e ls this a vital record?
d. Does this series have historical or long term research vatue?
¢. When one or two documents in the file make nmcesarvtohepthe entnrefulefoulongpenod could these
NA
X

g. Is the information eonmned in ﬂ'ns series ever nnalynd and!or m:otded in a summarized report?
X H ves, attach cooy,

h. 1s there a duplication of this series in your office, or in snother office or agency?

11. Retention Requirements

X | i |5 this series for a major portion of it) reqularly microfiimed?
X1 j Does the record series result in a computer priptout?

The following requires the series to be kept:

d. Audit period

3. State Law years., years.
b. Statute of limitation years, ¢. Administrative need years.
¢. Federal law years, f. Federal retention instructions years.
Attach copy or excert of laws or regufations. Explain administrative need.
(12 Approud Dupom:on1mtructloni s "I’hls agency’ re‘tommends that thaf:le series be cut oﬂ at the end of each B - U
I EICaiendawa EFmalYear DOther R S £ the,p,
2 ﬂ Hold mthewrfatt mes wep mnthls)___..Z__yearts) then o S
*ElTransfertolocaihordmgarea.ho!d_a_.:;vearls) then .- _ B e
* 11 Transfer to State Records Cmta hotd vearisl then _ T__ LT Tl BT
8 Destroy. ~ .~ =i » = T e Do - : s
O Transter to State Archives for perrnment retennon
O Other (Specify)
These'intn-uctiom apply to all prior and future -wumuiaﬁém of the series.
| Agency Head/Designes (Signature) Records Management Officer {Signature) _ . Date
: 474 ﬂb@ 5 /é; wm:{ E?Oawwp/«o@vxuv 5/27/32
,—-‘\ State Records Committes lSpgnam) Date

Recommendations in para- ., ‘ —

graph 12 are approved. State Auditor/Designee L\A———ﬂ&_,/ . H"’ BL

(If disapproved, attach letter YA ( / , Ny

of explanation.} Seue%mmeﬁgnu M M 6 7 gz
Attorney Generad/Designee 2 75~ f:z,

AR—S0—71: Pav. 78




